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CENTRAL INTELLIGENCE AGENCY 
Washington, D, C. 


ADMINISTRATIVE INSTRUCT 
NO. ■ 


11 August 1949 


SUBJECT: Employee Final Cle aranc e . 

RESCISSIONS: Admi^istrativ^ngtou&tions No. dated 24 

May 19^8 and dated 2 December 1946. 

]., Each employeeXwill obtain clearance prior to final payment. 
Clearance will be obtained on "Final Payment Clearance Sheet" Form 
No. 34-30 when an employee is being terminated} leaving for over- 
seas duty,. granted leave without pay for a period in excess of 60 
calendar days, or when being transferred to or from an unvouohered 
fund status. \ 

2. The Personnel Office'will be notified by "Personnel Action 

Request", at least one week prior to the effective date of the request. 
Upon receipt of "Personnel Action Request", the Personnel Office, 
will make necessary arrangements for an exit interview and for final 
clearance. The Personnel Office ,4111 direct the employee to 
Inspection and Security for security clearance and will then obtain 
the additional required clearances by telephone, obtain the employee's 
signature and direct the employee to 'deliver the form to the applicable 
payroll office of the Budget' Office. /When the employee is unavailable 
all action indicated will Joe taker, except procurement of the employee's 
signature. '/ ■ \ 

3. The CIA Headquarters and Headquarters Detachment and the Naval 

Administrative Command will take similar action in the case of military 
personnel . / \ 

'/ ' ' ' \ 

4. The Chief of a field office will: v 

/ ■ ■ Y 

a. D^-brief the employee. Y 

b. /Complete certification blocks "offic'q to which assigned" 

and "Security Branch". 

/c. Obtain employee's signature and forwarding address. 

/ d. Forward the form to the Personnel Office-through established 

Channels* - u ! • 

/ F0RJTHE DIRECTOR OF CENTRAL INTELLIGENCE: 

'rfiscovi »£■> 

/Q }) M /A/. { A ^Yp A< 

" >r2>. 
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OEMim INDIGENCE AGENCY 
Washington, D. c. 


ADMINISTRATIVE INS! 


NO. 

SUBJECT: 

RESCISSIONS : JMM.tr.tlve 
May 194g and - 


Employee Final Clearance. 


11 August 1949 

STATINTL 

STATINTL 
STATINTL 


dated 24 

dated 2 December 1946. 

-&*• ' Dh “ ^ 

Ssr&3 

Siit* 

s~ ^ «« 

=iemtos s d S tt ' lea r*“ es «y Si"“„»“o b SJf if” obtal ” 

s 1 !^ ‘sr* 5 flfsssa. 

4. The Chief of a field office nillt 
a. De-brief the employee. 

and "Security branch” ^' 1Catl0ri blocks "° m °° to which assigned- 

;• «*> *—*, 

channeis. FOrWard the forB to the Personnel Office throur-h 

FOR THF Tirow.** uuace.through established 

CM 0F cmmL 
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DISTRIBUTION: A. 


Cain, USN 
Executive 
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CENTRAL INTELLIGENCE AGENCY 
Washington j D. C. 


ADMINISTRATIVE INSTRI 
NO. 


SUBJECT: Employee Final Clearance. 


RESCISSIONS: Administrative 
May 1948 and No 


itions No. 
dated 2 


11 August 1949 


dated 24 
cr 1946. 


No 34 30 T obtained on "Final Payment Clearance Sheet" K * 
3 £ 3 ° When f\ e ? pl ° yee is being terminated, leaving fS oveS 
cSendS^avf^r vi eaVe pay for a P ei4od excels o ?60 

fund Satusf ’ ° S transf6rred t0 or ™ unvouchered 

sis” “ »• zsss 

4. The Chief of a field office will: 
a. De-brief the employee. 

bl “ ks Wlce *» 

c. Obtain employee's signature and forwarding address. 

channeis. F ° rWard ^ f0r " t0 the Personnel Of fic .through established 
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 
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DISTRIBUTION: A. 
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DRAFT - 7/26/49 


STATINTL 


ADMINISTRATI 
NO. 


SUBJECT 1 Employee Final'Clearance. 




1. Each employee will obtain clearance prior to final payment. 


Clearance will be obtained on "Final Payment Clearance Sheet " Form 

No. 34-30 when an employee is being terminated, leaving for overseas 

duty, granted leave without pay for a period in excess of 60 calendar 

days, or when being transferred to or from an unvou chared fund status. 

2. The Personnel Office will be notified by "Personnel Action 

Request", fWn Ne. 57. 8 , at least one week prior to the effective date 

rr rson***! 

of the request. Upon receipt of ^TI m W M mm , the Personnel Office 


will make necessary arrangements for aneezit interview and for final 
clearance. The Personnel Office will direct the employee to Inspection 
and Security for security clearance and will then obtain the additional 
required clearances by telephone, obtain the employee's signature and 

^ Budg0t When the employee is unavailable 

all action indicated will be takeh A except procurement of the employee's 
signature. 

3. The CIA Headquarters and Headquarters Detachment and the Naval 
Administrative Command will take similar action in the case of military 
personnel. 

4. The Chief of a field office 7 /ill § 

a. ^ De-brief the employee. 

b. Complete certification blocks "office to which assigned" 

and Security Branch” • 

d. Obtain employee's signature and forwarding address. 

/• P 0 7 ard fonn to the Personnel Office.iWcu/ 
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CENTRAL INTELLIGENCE AGENCY 

F i N AL PA Y M Em T CLEARANCE SHEET 


NAME OF EMPLOYEE 


REASON FOR CLEARANCE 



1. Exit Interview 

2. Transportation roquosts 

3. Credit cards (gasoil no and oil I 

4. Identification badgos, cradsntlala 

5. Books, official documents, etc* 


ITEMS TO BE CERTIFIED 


6. Orders (military or naval) 

,8*. Leave r (annual, sick, LWOP) 13* 

0. Travel and transportation advances 14. 

10. Claims, etc* 


Issuances (military I 


9. DOPNf, Ul I — — i — — 

CERTIFICATION OF O FFICIALS (please include comments pertaining to exceptions in a n attached memorandum! 

I CERTIFY that the Items for which I am responsible have been^checked with official records, and, except as 
i ndlcated, the employee named is clear of obligations with CIA. 


PERSONNEL BN. ( PERSONNEL RELATIONS DIVISION) 

1 room no. 100 building Central 


SECURITY BR. £210 e Street 

ROOM no. building 


± I ROOM NO. iw DU.ibWinu ' , , . . . 

It... to b. c.rttf l.d: 1- 11 IPI.«». elrel. ..c.ptlon.l Jjtg* te b. cortlflodi l-» clrel « , » e «P tl n _ 

SIGNATURE 


SIGNATURE 


OFFICE TO WHICH ASSIONED 

room no. building 


BUDQET AND FINANCE BR. 

ROOM NO. 226 BUI LI 


Central 


±^°r»rtm.d: i!; .T.I. ....Pfon.l ]^Tt. c b. O-R-10 drcl. 


SIGNATURE 

TITLE , ’ I »»TE 

I SERVICES BR. (PROPERTY CONTROL 01 VISION.) 

6 room no. 214 building North 

I tom to b. c.rtlf l.d: 7 I PI.... elrel. .xc.ptlon) 

SIGNATURE 


1 SERVICES BR. (TRANSPORTATION DIVISION) 


|/030)( SPECIAL FUNDS DIVISION) 

4 "room no. 1602 building L 
It... to b. c.rtlf l.d: 6-B-10 (P'»»« ««»P* lan » l 

’signature 


i NAVAL ADM. COMMAND OR HOQ. AND HDD. DETACH. 


_SJrOOM no. 213 BUILDING North , ^Iflod- 6-12’ L ll )l |.*»« elrel. oxedpttdn.l 

Tuiiio to bo cortlf lodi 2-9 IPI«.»« clrd* .xc.ptlon.l lto .0 to bo v cortlf lo*. Jjg trl **" 


SIGNATURE 


loco (LIBRARY) 

3 - ‘ROOM NO. 1429 BUILDING M 

1 to. to bo cortlflod; 8 (Plo... elrel 

SIGNATURE 


SIGNATURE 


— — ROOM NO. BU I LDIN^^N^. 

lto.o to bo cortlflod: tPlo«»>*|.rclo .xc.ptlon.) 


Is IGNATURE 


title/ 


CERT I F^ICA^ON^W EMPLOYE^ _ — — |ef , ot indebted to the United States Government 

whatsoever 4s a result of my connection with this organization. 


SIGNATURE OF SEPARATING EMPLOYEE 



FORWARDING ADDRESS 

STREET AND NO. 


34-30 REPLACES FORM NO. 36-20 WHICH IS NOT TO BE USED. 
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DRAFT - 7/20/49 

STATINTL 


10 


Tim ISiSTRUCTXOH 

SUDJ&GTi' Employee Final Cloaramoot 


1# $&eh employee will obtain cloarmice prior to final payment# 
Clearance will Xm obtained on “Final Fay&ent Clearance Shoot; “ form 
Ho* TA-&Q whm m employee 'is ’being terminated, leaving for overseas 
duty, granted loaves without: pay- for a period in oxabm of <30 calendar 
days, or when being' transferred to or from m unvoucherod fund status* 
2« the. ?;©roonsiol Officer will bo notified by ^Personnel Action 
:!;®qtiost% Form lie* Z7 *8,. at least ono tocSc prior to the effective data 
of the request* Upon rocci.pt. of Fora .Ho* $7*8, tho-.Fornonnel. Office 
v&ll.mko necessary (MTaBgenor&n for in»orvi 0 vr &od for final 
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clearance* !2he IwnaouoX Off loo mil direct the employee to Inopection 8 


and 


© -H 

sx u 
o o 


Security f or security cloaraa.ee and mil then obtain the additional £ £ 

•? r '* .'•■ ■'-* g' v>i,;,vc?c .£4. •■.<£■. h ■*„ £L-*.fyb'!/A ‘ <■ . p 


required clearances by telephone* • obtain, the employee* a signature and 


forward the fom to the Budget Offica^'kien tho oaployuo ia unavailable 
all action indicated will be tsdsaa except procurement of the employee 1 a 
cignaturo* 

S* the CIA Headquarters and Headquarters J)etactesnt and the Itavol 
Atelale’trativo Ooramnd will take similar action in the case of military 
personnel • 

4* Shio'Cbiof of a field office wills 
a* De-brief the employee* 

b% Complete certification bloo&3 “off io© to which a 3 Sigaod 7f 
and. “Security Ifcra»eh% 

6 * obtain o mployoo’e olgnaturo and forwarding address* 
d# Forward the tom to the Office.*- 


£?* 

8£ 


Approved For Release 2001/08/02 : CIA-RDP81-00728R000100010031-9 

V. : / 7 77 7 ' 7 ■...'■■ ;.'• ■" : : 7 


Approved For Release 2001/08/02 : CIA-RDP81-00728R000100010031-9 


Bosciflaiom A&Biniefcrative laatructious 


dated 24 


May XS4S m 


datod Z pecorabor IMS* 


STATINTL 


STATINTL 


as 6 200. 1/ 08/02 ; GJA 7 RQP 8 I -00728R0001 00010031-9 



STRICTED. 


Approved For Release 2001/08/02 : CIA-RDP81-00728R000100010031-9 


gf 

k'i * 


RESTRICTED 


DRAFT 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C, 




STATINTL 


ADMINISTRATIVE INS 
NO. 






SUBJECT: Applications for Civil Service Examinations. 

1. The U# S# Civil Service Commission frequently announces examina- 
tions of interest to CIA employees# Personnel wishing to apply for these 
examinations may fioj file applications direct with the Civil Service' Commis- 
sion but will submit applications as described below. 

2# Applications will be submitted to the Administrative Officers who, 
after review, will transmit them to the Personnel Officer# The Personnel 
Officer, before forwarding the applications to the Civil Service Commission, 
will clear them with the Chief of Inspection and Security# Applications 
requiring alteration because of security considerations will be returned by 
the Personnel Officer to the employee through the appropriate Administrative 
Officer for revision and retransmission through the same channels# 

3# Administrative Officers have been given the appropriate supplies 
and have been instructed regarding the preparation of information required 
for these examinations# They will be available to assist individual employees 
in the preparation of the Standard Fonn No# 57, application for Federal 
Employment”, any supplemental materials required by the announcement, and the 
appropriate card application form# 

In the case of '•assembled” examinations in which initial application 
is made on Card Form 5000 AB, employees may forward these cards direct to the 
C£ Civil Service Commission. However, Standard Form No. 57 and any supplemental 
materials required to be submitted at a later date will be processed as des- 
cribed in paragraphs 2 and 3 above except that approved applications w ill be 
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administrative instruction 


2 


KttlWCTEP 


returned to the employee for transmittal to the Civil Service Commission at 
the time of examination. Applicants for these examinations are generally 
required to suhmit Standard Pom No. 57 at the time of the written examination. 

5. Employees should prepare applications for Civil Service examinations 
as soon as possible after announcement in order to allow sufficient time for 
the necessary clearance and transmission to the Civil Service Commission. The 
interest of employees and^theirright to participate in these examinations will 
be protected in every way^in connection with this requirement. 

POE IKE DIEECTOR OF CENTRAL INTELLIGENCE: 



STATINTL 


isnnE&EMtM 


Executive 


DISTRIBUTION: ALL CIA EMPLOYEES. 
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RESTRICTED* 


2. Applications will be submitted to the Administrative Officers 

whOy after review, will transmit them to the Personnel Officer. The 

Personnel Officer, before forwarding the applications to the Civil Service 

Commission, will clear them with the Chief of Inspection and Security. 

Applications requiring alteration because of security considerations will 

be returned by the Personnel Officer to the employee through the appropriate 

* 

Administrative Officer for revision and retransmission through the same 
channels. 
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UN CLASS 


) FI ED Cbe sThiCTM ? CONFIDENTIAL 

(SENDER WILL CIRCLE CLSSS t F tCAT I ON TOP AND BOT' 


BOTTOM) 


SECRET 


CENTRAL INTELLIGENCE AGENCY 
OFFICIAL ROUT I NGt Ei I P 



I iHapproval 

I [A CTION 
^COMMENT 


c 


! INFORMATION 
i DIRECT REPLY 


CZ2- 


i3si GNATURE 
RETURN 


L^3concurrence 

REMARKS: 


I -1 PREPARATION OF REPLY £ 

I I RECOMMENDATION [ 


1 DISPATCH 
□ FILE 


SECRET CONFIDENTIAL ClESTRICTElS UNCLASSIFIED 


SEP I 947 
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STAtlNTL 


DEAF T 


RESFXTED 


CENTAL INTELLIGENCE AGENCY 
Washington, D. C. 


ADMINISTRATIVE INS TRUCTION 
no. . 


SUBJECT : Applications for Civil Service Examinatic 


17 February 1949 


1. The U. S. Civil Service Commission frequently announces examina- 
tions of interest to CIA employees. Personnel wishing to apply for these 
examinations may iiot file applications direct with the Civil Service Commis- 
sion but will submit applications as described below. 

2. Administrative Officers have been given the appropriate supplies 
and have been instructed regarding the preparation of information required 
for these examinations. They will be available to assist individual employees 
in the prepartion of the Standard Form 57, Application for Federal Employment, 
any supplemental materials required by the announcement, and the appropriate 
card application form. 

3. Applications will be submitted to the Administrative Officers who 
will arrange for transmission of the application through appropriate channels 
to the Civil Service Commission. Applications requiring alteration due to 
security considerations will be returned to the employee through the appropriate 
Administrative Officer for revision and re- submission through the same channels. 

4. In the case of "assembled" examinations in which initiai application 

is made on Card Form 5000 AB, employees may forward these cards direct to the 
Civil Service COmmi^ion. However, Standard Form 57 and any supplemental 
materials required to be submitted at a later date will be processed as dee- ^ 

cribed in paragraphs 2 and 3 above except that approved applications will be \ 

returned to the employee for transmittal to the Civil Service Commission at 

the time of examination. Applicants for these examinations are generally ' 
required to sAmit Standard Form 57 at the time of the written examination. 
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RESTRi TED 


STAT NTL ADMINISTRATIVE INSTRUCTION NO. 


17 February 1949 


5* Employees should prepare applications for Civil Service examinations 
as soon as possible after announcement in order to allow sufficient time for 
the necessary clearance and transmission to the Civil Service Commission. 

The interest of employees and their right to participate in these examinations 
will be protected in every way in connection vdth this requirement. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCES ■ 
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